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_#LICATION FOR RECORDS DIS{POSITION STANDARD

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division

3. Dept., Division, Subdivision & Administering Office Addrless \ FOR RECORDS MANAGEMENT DIVISION USE

General Manager's Office ' ‘Date Received  Application No.  Date Complered
Division of Budget and Analysis - ' '. {7 TI' \ NOV 22 1977
2200 Peachtree Summit NOV 1877 215'A

401 West Peachtree Street, N.E. 1. Application 2. Dept. Application No.

Atlanta, Georgia 30306

4. Person to Contact 5. Wb_r-liing Title ' 6. Telephone Number

Dot Sims Budget Technician ~_586-5062

ziv.hA':‘:Ti‘c—)n_Requested

a. [ Establish Retention Schedule: record will continue to accumulate.

b, O Dispose of present accumulation; no f:rthar accumulation anticipated. ] .
c. @ Amend Application No. 74-275 Check One: [J Change; [ Supercede; %k Void

8. Dates of Series 9. Records Series Title [followed by title used in office; if different)
Earliest Latest
| Federal Grants File '
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

SEE ATTACHED.

wrf

11. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:

This function is no longer being performed.

included are:

File is arranged:

12. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold | Seven 1o twelve months old — .« . Thirteen to twenty-four months old e}
twenty-five months and older - ?

13. Annual Rate of Accumulation of Records T
Lenér-size drawers _____ ; Legal-size drawers

;Shelves ____ _____ : Other (specify) e

3012 (3/76)




pY

YES | NO | 14. Questionnaire (Place an *'X" injthe proper column} . )
a. s this the official copy of the series? ' A
If not, where is it? )
b. Does the series contain confidential information requiring security handling? If yes, cite law or regu;ation. T
; [ . i
e ! - - -
¢. lIsghis.avital gpcor ;
shis apjiglpecordd___ ‘ - -
A Doks Mitkories have Wistarical on Jong term esearch vitlue? '
o, When one i hae docaments s e hile ket 11 neeessary bo keep the enbie Tle Jor o Tong poy ok, could these documents be
scheduled separatel{(?
f. Is the information contained in this series ever published? If yes, attach copy.
g. ls the information contained in this series ever analyzed and/for recorded in a summarized report?
tf yes, attach copy.
h. is there a duplication of this series in your office, or in another office or agency?
If yes, where?
i. 1s this series {or 2 major pg'pion of it) regularly microfilmed?
j. Does the record series result in a computer printout?
15. Retention Requirements " The following requires the series to be kept:
a. State Law years. d. Audit period yvears.
b. Statute of limitation years. e. Administrative need years.
c. Federal law years. f. Federal retention instructions — years,
Attach copy or excert of laws or regulations. E xplain administrative need.
16. Approved Disposition Instructions This agency recommends that the file series be cut off a1 the end of each:
() Calendar Year; [.] Fiscal Year; [ Other ___ — then,
[ Hoid in the current files area monthis}) _ __ . year{s}; then
[ Transter to local holdingarea: hold ______ yearls); then
[J Transfer 1o State Records Center; hoid year{s); then
O Destroy. '
3 Transfer to State Archives for parmanent retention. ‘
) Other (Specify!
These instructions apply to atl prior and future accumulations of the series
{Indhcate hrielly rationale for recommendations above/or write additional remarks):
17. APPROVALS
T - 4 i | e~ " - -
Approved Dgpariment Racorfs Mapagement Officer Date Appr Legal Coyns Dat
/¢ o /2,77 ///6/§7
- o +H-f - F— —— - ~ —— e —t
Approved D Approve Audit { , Daip’
L ///;/)/ :”//"” 7D
Approved ? 7 Date ; Apgproved Depa ment of Archives and Histary Date
17| S Cemstt Moot i-2a-77
Approved Difie A_ppmv MARTA Management Advisory Committee Date ’
Qﬁw /;///{,';_/7 -




Application for Records Disposition Standard

13517

Department, Name, and Full Address

Dept. of Finance & Adm. /D1v1gion of Budget & Analysis

100 Peachtree St., 1300 Equitable Bldg.
Atlanta, GA. 30303

i

ITIEII'l:EI

Yate Ieu.wed

For Recordds Mor\eqemn’t Division Use

Application No. Date

Compheted
6 -7 19741.7.4 L‘i’b'l“”s 231974

 Persdn to Contact

1. Date <t :
Ap; I 7¢ 53‘59?1'66 ‘:::388 | Sam Daniel .

‘ Budget _Analyst

viorhing Tine

lnduaweﬁfates of Series
1972 - Present

Exact Series Title
Federal Grants File

Action Requested

E|

Establish Disposition Standard

Record will continue tc accumulate

D Dispose of Present Accumulation;
No Further Accumulation Anticipated

that is the function of the office in which this record series is created?

The Division of Budget and Analysis is responsible for development and installation of
operating and capital budgets for all units of the Authority, conducting ongoing analysis
and review to ensure that ex enditures do not exceed amounts budgeted and/or authorized,
performing continuing researth regarding cost aspects of MARTA's programs and policies,

and for comprehensive analysis of revenues.

In addition, the Division is responsible

for coordinating financial matters with other local governments, the preparation and/or
review of MARTOC financial reports, and supporting other Divisions who may have special

budgetary control problems.

Y

This file contains the following documents: ‘
Documents relating to budget analysis of Federal grants.

Fiies include copies of financial status reports, expenditure reports, .and - -

analysis of these reports and studies.

included.

w6ﬁ~technical ‘studies relating to grants. and papers reflecting the Division's

Also related correspondence is

File is arranged numerically by grant number.

Lat.| No. of Drowers

Cu. £t o Records

Equipment  Occupied Nert|Lat

No. oF Drawers

Ca. €1, 0% Records

Eouipment Occalpied

Lertey- s\zi. Fie Drawers

leqal-size Five Deaviers Avrual Rate 01 Accumulotion 1%
’ m Osfice (%) InStoraqe Areals)
Roor Bpoce Occupied (Square feey)
This Yeors Last Yeavs {Preceding Yeors [Mh Pior Yzare
Average Daily Reterences 2 1 0 0




GUESTIONAMRE (Place an X in the proper box. If answer is ‘Yes” please explain.)

!
13 1Is this the Record Copy of the series? (Accounting has original copy) Oves [X] no
oF G ran T : .

14 1Is there a duplication of this series in another office or agency" ZY‘SE“O

Secres 'y ~or /ohpkpf!/ dvp/r(‘ﬂ‘uv? .
{5 1Is the information contained in this series ever‘smarized or published? ! ' DY@,:. No
t : |

!

.

16 Does the serles coritaig cl#ssified information requiring security h;ncfling? ) - DYes No
17 Does the series initiate, a;nend' or tgrm’inate agency policies and procedures? E_]Yes No
I8 Could the function be performed if the filea. were lost or destroyed.‘f | Yggl] No
19 1s the seried (or major portion of it) regularly miqrofilmed? 1f yes, why? | DY@, No
20 Does the record series provid; dﬁfa as 1nput'to an EDP file? _ | DYCSE No
21 Mea the tecor:'i series com:ain apcmentation fr'ciduéed as EDP érintout:z o D Yes zl No

¥

22 'Has the Federal Govemment iuued instmctions governing l:he retentionl disposition of thesé files? g\&s D“o
UMTA Operating Manual :

23 will there be a need for these records 10, 15 years fron now? If yes, what? ' EYQSE No

24 WREQUIREMENTS:

The following requires the files to be kept 4 years: {(ue or attach copy of Law, Statute, or other veason
for the retention requirement. _

By decision of the Director of Budget and Analysis.

State D Statute of D - Audic D Federal . Administrative Historical
Law Limitation Period Law Decision Value

25 RECOMMENDAYAONS —Metnodd: This iinit recommends that the file series be cut off at the end of each

DCalendgr Year m Fiscal Year D Other ___ , then:

Dnom i.n the. current ﬂies area_l__m/ yearc. 'ihen m Transfer to - State Records cgnter .f LTAs
. . - . - ,&a‘;\ﬁﬂ. =,

Hold -lﬁs years; ﬂ\en gnestroy, or D'I‘ransfer to State Archives for permanent retentio e

DDestrov gfter cut-off.
Operating instructions:

26 APPROVALS: . Review / Approval by Depariment of Archives and Wistory
Appsoved  Deportment Racords Muquw\\' Officer Dote

L Coaredd et S-22-7%L

op ?;/5%’/'_)2— Recormmendations:
Approved Rer.’;;lrh\cmaqcm 1.11- - ’%

.
et =1 1‘ -l

S,

ﬁ%« ﬂwﬂcf} of Auilf . i Approved MARTA Managqement Steering Commitiee
L] 4 .

wzfé’( ..,...L'_‘ ' /9 .5”/'-’7? ' |




f i
DiVISIOﬁ OF BUDGET AND ANALYSIS

Functions and Responsibilities

The Division of Budget and Analysis is responsible for developing
and implementing the operating budget of the Authority and review-
ing the capital budget; conducting ongoing analysis and review to
ensure that obligations and expenditures do not exceed amounts
budgeted and/or authorized, performing continuing research regard-
ing cost aspects of MARTA's programs and policies, and for compre-
hensive analysis of revenues and expenses.

"The Division is responsible for coordinating financial matters

with other local governments. The division also provides other
divisions within the Authority with budgetary assistance. Other
responsibilities are to assist in developing adequate and timely
intermediate and long-term financing, to develop and maintain a
comprehensive financial plan to serve as a tool in managing the
MARTA program, to maintain the Authority's organizational manual,
to review and analyze all proposed ‘organizational changes and to
recommend changes in organization, and to conduct special manage-
ment studies as requested by the Office of the General Manager.




